
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY I RECORDS MANAGEMENT DIVISION 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

FOR AGENCY USE 1. Agency Address I ____~_I__ FOR RECORDS MANAGEMENT USE 
Application Number 

85-33 
pplication Date Department of Transportation 

No. 2 Capitol Square 
pplication Number Atlanta, Georgia 30334-1OU2 Date Received Date Completed 

MAR 8 1985 I &'R 0 4 1985 
- . Persontocontact Working Title Telephone Number 

Wayne Kelly 
. Action Requested 

656-5595 
I_- 

Accounting Officer I -~ - - ~ -~~ ~ _I--. ~ _ _  - - ~ 
~ 

a. XX Establish Retention Schedule; record will continue to accumulate. 
b. 0 Dispose of present accumulation; no further accumulation anticipated. 
c. 0 Amend Application No. Checkone: 0 Chan e. , 0 Su pe rcede. , 0 Void 

I. Dates of Series 
:arliest Latest 

5. Records Series Title (followed by title used in office; if different) 

1984 to date Inventory Monthly Summaries (CAMS) 
1. Division and Office Function What i s  the function of the Division and the Office in which this record series is created? 
DIVISION OF ADMINISTRATION PROVIDES STAFF SUPPORT TO THE DEPARTMENT IN THE AREAS OF GENERAL 
ACCOUNTING; AUDITS AND FISCAL PROCEDURES; PERSONNEL AND TRAINING; CONTRACTS PROCUREMENT 
AND ADMINISTRATION; EQUIPMENT CONTROL; PURCHASING; COST ACCOUNTING; GENERAL FILES; 
RECORDS MANAGEMENT; DEPARTMENT BUDGET; SAFETY RISK OPERATIONS AND TELECOMMUNICATIONS; 
INVENTORY AND WAREHOUSE CONTROL. 

GENERAL SUPPORT SERVICES IS RESPONSIBLE FOR CONTRACT PROCUREMENT AND ADMINISTRATION; EQUIP 
MENT CONTROL; PURCHASING; COST ACCOUNTING; GENERAL FILES; RECORD MANAGEMENT; DEPARTMEN 
BUDGET; SAFETY AND RISK OPERATION; TELECOMMUNICATIONS; HEATING AND AIRCONDITIONING; 
WAREHOUSE. 

COST ACCOUNTING RESPONSIBLE FOR VEHICLE COST AND INVENTORY CONTROL. 
- 

1. Record Series Description This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

Documents relating to: Documenting activity in all D.O.T. inventory accounts. 

Included are: "Monthly Inventory Activity (CAMS 822X) Report" 

New Report Nos. 8520 - 8539 after 3-1-85 

File i s  arranged: Monthly 
.. 

B. Monthly Reference Rate How often are records referred to which are: 
One to six months old 20 ; Seven to twelve months old 10 ; Thirteen to twenty-four months old 5 
twenty-five months and older A? - _- 

Letter-size drawers Legalsize drawers ; Shelves ;Other (rpecify) 
9, Annual Rate of Accumulation of Remrdr 

- .  
R-50-71; Rev. 76 



a. Is this the official copy of the series? 
If not. where is  it? 

b. Does the series contain confidential information requiring security handling? If  yes, cite law or regulation. 

c. Is this a vital record? 
d. Does th is  series have histwical or long term research value? 
e. When one or two documents in the file make it necekary to keep the entire file for a long period. &Id these 

~ 

d m u m e n t s _ h e l c h _ e & l k d s e m ~  ' ~ 

-mation contained in this series eyer oublishedl If Y a m c h  COW. 

g. Is the information contained in this series ever analyzed and/or.recorded in a summarized report? 

h. Is there a duplication of th is  series in your office, or in another office or agency? 

I If vemttach PPPL- 

K 

c__ 

Y 1. Is t of it1 reguhlym&ddmed ? 
I. Doe$ I h ~ x e c c L r b s e r i e m r r e r l l l t i n o L I t ?  

,If--- 
his series lor amaj 

8 Hold in the current files area month(s) year(s); then unti l  Internal, State and Federal 
Transfer to local holding area; hold year(s); then audits are completed; then 

a Transfer to State Records Center; hold L - y e a r ( s ) ;  then 
IR Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

NOTE: These f i les may not be destroyed u n t i l  a l l  audit questions are resolved. 

These instructions apply to a l l  prior and future accumulations of the series. 

dr Committee (Signature) Date 

. .  
. .  

. .  , .  

. .  , 

State Records Committee (Signature) Date 

iraph 12 are approved. 
'If disapproved, attad, letter 
>f exalana tion.) 

. .  


